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many programs, it is contemplated that
advisory committees may have to be estab-
lished or meetings called on fairly short
notice; however, every effort should be
made to comply with the notice require-
ment, except in cases where delay may re-
sult in harm to individuals or damage to
property. A request for a determination
that notice of a meeting should not be
published for reasons of national secu-
rity shall be submitted to the Adminis-
trator GSA with a statement of rea-
sons supporting such request at least 30
days before the meeting is scheduled.
Where, however, there is a significant
likelihood of severe damage to prop-
erty or injury to individuals, the notice
period may be reduced as necessary to
minimize such damage or injury.

(c) In addition to the notice required
by paragraph (b) of this section, other
forms of notice such as public releases
and notices by mail should be used to
inform the public of advisory commit-
tee meetings.

(d) The Committee Management Offi-
cer, in coordination with the Office of
Public Affairs, should, where practical,
maintain lists of people and organiza-
tions interested in advisory commit-
tees and notify them of meetings by
mail.

(e) Notice of the availability of the
annual reports required by § 12.9(e) of
this part will be published in the FED-
ERAL REGISTER no later than 60 days
after their completion. Notice will in-
clude instructions which will allow the
public access to the reports.

§ 12.12 Minutes.
(a) Detailed minutes of each advisory

committee meeting shall be kept and
shall contain a record of the persons
present, a complete summary of mat-
ters discussed and conclusions reached,
and copies of all reports received, is-
sued, or approved by the advisory com-
mittee. The record of persons present
shall include the time and place of the
meeting, a list of advisory committee
members and staff and agency employ-
ees present at the meeting, a list of
members of the public who presented
oral or written statements, and an esti-
mated number of members of the pub-
lic who attended the meeting. The min-
utes shall describe the extent to which
the meeting was open to the public and

the extent of public participation. If it
is impracticable to attach to the min-
utes of the meeting any report re-
ceived, issued, or approved by the advi-
sory committee, then the minutes will
describe the report in sufficient detail
to enable any person requesting the re-
port to readily identify it.

(b) The accuracy of all minutes shall
be certified by the chairperson of the
advisory committee concerned, except
in the case of a subcommittee or sub-
group of the advisory committee, in
which case the accuracy of the minutes
shall be certified by the chairperson of
the subcommittee or subgroup con-
cerned and co-signed by the chairperson
of the advisory committee.

§ 12.13 Transcripts of the advisory
committee meetings and agency
proceedings.

Copies of transcripts of advisory
committee meetings which have been
prepared will be made available to any
person at the actual cost of duplica-
tion, as prescribed in § 12.17 of this
part.

§ 12.14 Annual comprehensive review.

(a) The Agency will conduct an an-
nual comprehensive review of the ac-
tivities and responsibilities of each ad-
visory committee to determine:

(1) Whether such committee is carry-
ing out its purpose;

(2) Whether, consistent with the pro-
visions of applicable statutes, the re-
sponsibilities assigned to it should be
revised;

(3) Whether it should be merged with
any other advisory committee or com-
mittees; or

(4) Whether it should be abolished.
(b) Pertinent factors to be considered

in the comprehensive review required
by paragraph (a) of this section in-
cludes the following:

(1) The number of times the commit-
tee has met in the past year;

(2) The number of reports or rec-
ommendations submitted by the com-
mittee;

(3) An evaluation of the substance of
the reports or recommendations sub-
mitted by the committee, regarding
the Agency’s programs or operations;
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